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TO	 : Deputy Dirootor (Plins)

SUBJECT: Administrative Plan for SR Special Project
ABACI& . Bomestie Training Station

ObJeetp.o

1. The objestive of the projeet is the establishment and operation
of a domestic field station for the spotting, assessment, training,
briefing, and preparation for dispatch at agents in support of SR °per.
ations.

tuml
2. A domestic field station has been established in this country

and is nem in operation. The headquarters for the station insludes the
offiseC1 J the Administrative Office, an operations
section, and a spotting and assessment motion. The trainees are
quartered in safeheuses /mated away from headquarters.

3. The trainees are fsmished cmarterevieed. slathaa. And such
entertainment as is deemed necessary by tWoL__	 JVIR a morale
standpoint. They are generally under continued surveillanee and are
always assorted on all trips to off6site training areas and on all trips
to and from the safehomes.

h. The station is using El

Wawa;

5. this prejeat was origigely approved by ABSO on 22 January 1952.
The DOI, on 6 May 1952 approved/ 	 7of 1; funds for fissal year
1953. And in January 1953 he apOrimmiC ,	jef PP funds for fiscal
year 1953. On Ith August 1953.kePOT-4400-Yed the OR Division's Prelims
for fiscal year 1954. This proven ineludeCi ARAM for
fiseal year 1954. The budget for this project is now befg rveUreed
SR for the purpose of meamending a rotation in the projeetve budget for
1954.

kalitatikatUaka
6. The attached Administrative Plan has the :mourn:me of the

respective effigies of interest and is recommended for your approval.

7
Project Officer

PAPS/DB/0000ft
(28 November 1953)

-1 Chief
Prot Administrative Planning Staff,
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BACHE
Administrative Plan

SR Special Project Domestic Training Station

1. FUnapg

1. Funds shall be made available for the project on the basis of a
detailed quarterly operating budget prepared by SR and concurred in by

the Office of the Comptroller. The amount of the budget shall not be in
excess of the amount of the project approval for the period and shall be
in suseordanee with the terms and conditions of the project apprOal.
The budget shall provide funds for (1) the operating expenses and com-
pensation payable at the station. (2) the purchase of equipment, auto-
mobiles, and supplies by the Logistics Office end, (3) compensation for
staff employees, covert assesiates, contract employees, and contract
agents While in a holding status assigned to the project, payable by'
the 'inane. Midden.

• 	 2. 'buds shall be advanced for the project in accordance with the
detailed operating budget upon appropriate request by OR, and all such
advances shall be recorded as allotment expenditures at the time of

„advance by the Agency. Ihnds for the station Shall be advanced to the

L.	 ,or his designes. The station may be advanced funds to
provide a necealirywork4ng fund, and thereafter funds will generally
be adVanced in amounts not in excess of requirements for 30 doe except
in unusual circumstances.

3. The budget provisions for staff employees and military personnel
shall be supported by a T/O prepared by the station and concurred in by
151/ and the Personnel Office.

4. The budget provisions for covert associates, contract employees,
and contract agents shall be supported by a summary.sehedule of require-
ments prepared by the *nation and concurred in by Su" and to be approved
by Chief Fl Staff and the Personnel Office.

. 5. The budget provisions for trainees and for the emergency holding
of recruited agents pending full rpocessing, pending dispatch, and
pending disposal shall be supported by a summary schedule of require-
ment*, prepared by the station and concurred in by SR and approved by
Chief, FI Staff.

6# The budget provisions for the purchase of equipment and auto-
mobiles and for the leasing of al estate shall be supported by a table
of requirements prepared by the station and concurred in by SR and the
Logistics Office.

a
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7. Ajetter of instruotion outlining the authoritiee

",..and the Chief, Administrative Offioe, including t least the
following-, shall be prepared by SR and the Office of the Comptroller
with the concurrence of the Office of General Counsels

a. ThaE7	 :1 and the Chief Administrative
Officer than have authority to expend funds for the operating
• expenses of the station in aceordanse with the detailed operating
budget for the station, subject to the limitations expressly
imposed therein. The prior approval of SR and the Office of the
Comptroller shall be required for any expenditure in excess of
the liwitations expressly imposed in the budget. The authority
Of SR and the Office of the Comptroller to approve revisions of
the budget is subjeet to the prevision that en* such amendments
shall net imams. the total mount of the budget to an amount in
excess of the total budget limitation expressly provided in
paragraph 1 of this Plan.

b. The 	 the Chief Administrative Officer
.and the finance Officer 

schs; 
have authority to open,and maintain

a joint bank amount, in pseudonym, for station funds provided
that.

1. SR Obtains twin deelarations of trust, one to
an unnamed party and one in favor of the U. S. Government,

yreseri
.

in a fer	 bed by the nffte* of Oeneral Counsel,
executed	 _,the Chief Administrative-
Officer d the linens. Officer, Goering funds in the
bank amount. The declarations of trust shall be held
in custody by the 'inane, Division.

2. nods may be withdrawn from the bank account
only on the autherir Signature of env too of the
following affiserst	 Tthe Chief
Administrative Officer and the mance Offieer.

3. SR will furnish the Fineness Division with the
name and address of the bank in *Joh the **count is
opened, the title of the account, and the names of the
persons authorised to withdraw 'Vac% from the account.

IlL Pergonnel

8. All personnel assigned to the station, other than trainees,
covert associates, spotters and cut.outs, shall be staff employees,
military personnel or contract employees who shall be reeruited and
processed through regular Agency channels.

SECRET•
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9. Those covert assooiates, spotters and out-outs recruited by
the Assessment and Recruitment Staff of the station shall have an
appropriate "name check" clearance conducted by the Security Office
and Staff 0/3PB prior to their initial contact. All covert asaooiates,
spotters and out-outs shall have 4 covert security clearance prior to
their employment.

• 10. All trainees shall have a covert security clearance and shall
execute a eontraot with the Amoy prior to their training period. These
Contracts shall be negotiated byeR in coordination with the station and
shall be approved by the Special Contracting Officer.

U. The / 	May authorise compensatory leave in lieu
of overtime not to exoeso eeveil earned days to be given at the completion
of a training voile (about tie menthe) to qualified staff employees and
military personnel.

IV. Legietioal Support

12. All equipment and supplies for the station shall be provided in
4 manner determined by SR and the Logistics- anise in accordance with the
provision of the approved budget.

13. All automobiles for the statton shall be previded in a manner
determined by SR and the Logistics Office in accordance with the provisions
of the approved budget.

14. All safehouses and training sites for the station shall be
leased in a manner determined by SR and the Logistics Office, in so-
oordance with the provisions of the approved budget.

15. A storehouse shall be maintained for training equipment, auto-
mobile accessories, and special equipment held by the station. AlLsuch
supplies and equipment shall be prodded in a manner determined by SR
and the Logistics Office in accordance with the provisions of the
approved budget.

16. The r:	 :)or the Chief Administrative Officer shall
have authority to make emergency purchases of equipment and supplies
prOvided the Oest of the item doss net owed $25000. Each swab
purchase shall be supported by an explanation of the emergency, which
will be reviewed by SR and the Logistics Office.
• 17. The station shall maintain inventory records of all property
assigned to the station in accordance with Agency regulations.

V. Travel Enss

18. The, 	 Jhall have authority to approve domestic
travel authoksations and vouchers for all personnel assigned to the base
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and for all trainees within the provisions of the approved budget. SR and
the Senior Fl, PP, or PM Staff as appropriate shall review the trevel
authorisations issued to determine that they were in accordance With the
division's polio in regard thereto. Repeated and foreign travel orders
shall have the prior approval of the Chief, SR or his designee and the
Senior FL PP, or PM Staff as appropriate.

19. All staff emPloyess and military personnel shall be reimbursed
for travel expense in attoordance with Ageney regulations. All *overt
asiociates and contract employees shall be reimbursed for travel expense
in accordance with the terms of their *entracte.

—
20. ThL	 actual, have authority to approve travel

expense for trainees on au	 al, necessary, reasonable basis. The Case
Officer escort of the trainee(s) an the trip will pay all travel expense
and vill submit the travel expense voucher of the trainee(s).

VI. Other 000rettonel SzPtuse 

21. The	 shall have authority to approve the settle.
ment of disph-i-es (other tha l[hos arising frae Agency personnel service
*entreats) involving damage to living quarters and other Buell expense,
providedt that the cost does not exceed 000.00, and that for security reasons
the dispute must be settled immediately, and that such dispute be reported
immediately to the Chief of the Division and settlement approved by him.
This authority shall be exercised only when neither normal nor special
procedures appropriate to the particular instance can be securely used.
In any case these unusual expense itims will be supported by a detailed
explanation signed by the appropriate Case Officer *hewing the reason for
the expense. All such eases shall be reviewed by SR and the Senior PI,
PP, or PM Staff as appropriate to determine that, when used, the special
authority provided in this paragraph was justified and for the purpose of
providing poliey guidance to the station.

VII. 1qot1on NUN 

22. The t7	 nr the Chief Administrative Officer shall
have authority to approve vouchers for food purchased for each mess
operated by the bus within the provisions of the approved budget for the
station.

VIII.11140rif44RPt
_

23. The 	 or the Chief Administrative Officer shall
have authorivy vo approve audh entertainment and recreational expense as
is deemed necessary from a rale standpoint for trainees within the
provisions 6f the approved budget.

8 E-C R E T
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24. The voueher for entertainment and recreational expense shall
be supported by a statement from the escort showing date and the pseu-
donym of eash Agency representative and each trainee.

25. All vouchers for entertainment and recreational expense shall
be reviewed at least quarterly by SR and the Office of the Comptroller
for the purpose of furnishing policy guidance to the Chief ofStation
regarding future entertainment and recreational expense.

II! ti..4 01,411114,011
26.or the Chief Administrative Officer shall

have authio3r‘to approve ora l...bile operating and maintenance expense
on a reasonable and necessary basis. These expenses will include emer-
ee401 purchases of tire., batteries, and other parts and accessories
necessary for the proper Operation of the automobile. Direstional signals
and aide mirrors may normally be included as necessary for the proper
operation of the automobile.

21. SR and the Logisties Mies shall review all automobile operating
and mmintenande expose. at %seat quarterly for the purpose of furnishing
policy guidance to the Chief Of Station regarding future automobile
operating and maintenanee expense.

r-
28. TheL_ .	Tlshall have authority to authorise and

approve on the spot settlement to nen.Ageney persons for automobile
accidents provided the amount is not more than $250.00 and that the
settlement is nesessary for **eutity reasons, provided that the Chief of
Station will make a survey of each elate in excess of $25.00 and make a

- -report to the Survey Review Board ferlinal /kitties'. The amount of claim
paid by the station shall be charged to the employees aesount 'pending
the decision of the	 -lir the Survey Review Beard as
appropriate. In eaITToaee appropriere lotion will be taken spinet third
parties.

29. Thor- 	 lin or the •Chief Administrative Officer shall
have authotiO to authorliri'end approve repairs to automobiles assigned
to the statien provided the cost is eet more than #250.00 and that the
repairs are neeestary fOr seourity restons in order to avoid attracting
unusual attention. This will net effect the duty to seek reimbursement
from third parties where indicated. The Chief of Station shall make a
survey of eaohtepair in excess of $250.00 and make a report to the
Survey Review Beard for final sotion. The amount of repairs paid by the
statioq_shall be chsrge4 to the employees account pending the decision
of that_	 jar the Survey Review Board as appropriate.

X. SecntitY and Cov,r

30.00 The Security Officer of the station shall be selected or approved
by the Security Office.
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31. The progrem for the selection and assessment of stfehouses shall
be developed by the fteurity Officer of the station with the concurrence
of the Security Office and the Cover Division.

32+ The cover story for the occupants of each g atehouse shall be
developed by the Security Officer and be approved by theL,
and concurred in by the Security Office and the Cover Division.

33. The Security Officer shall make a security check of each safe*
house at least every six months and report his findings to the Chief of
Station for appropriate action.

....suutsni.editpugumio

34. The Finance Officer of the station shall be approved or selected
by the Office of the Comptroller,

35. The Office of the Comptroller shall review the account procedures
now in effect at the station and shall recommend and arrange for the in*
stallation . of changes in procedure necessary for the proper amounting
for all funds and for the preparation of the required monthly reports.

The stati, shall submit monthly financial reports, signed by
the and approved by the Chief of SR. These reports shall
include at least: 	 •

a. A statement showing the source of all funds.

b. A statement of disbursements classified by type of
expense with supporting vouchers and receipts or a statement
showing why a receipt was not obtained.

c. A statement of tho mot of operating eaoh mess, the
number of meals served, and the average cost per meal. .

d. A statement showing the cost of operation and main.
Unarm: of each automobile for the period.

37 The monthly financial root shall include it mortification signed
by that,	o the effect that the statement reflects, to the
best of his knowledge an beliefs the expense of the station for the
period. The financial report 'shall be aubjeet to the approval of SR.
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.XII. Writeoff to Evens,

38. Funds expended for the project by the station shall be charged
to expense by the Authorised Certifying Officer on the basis of the station
monthly report approved by SR, and the disbursements shall be supported
in acoordanoe.with Agency regulations or the provisions of this Plan. All
other funds expended for this project will be supported in accordance with
Agency regulations.

.4.1.11.1.

39. The project shall be audited at least annually and the audit
program shall be determined and carried out in accordance with Agency
regulations.
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